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About This Training Guide

TRAINING GUIDE DESCRIPTION

The Internal Revenue Service (IRS) requires that recipients of certain financial transactions pay taxes on

those transactions. The providers of taxable benefits are required to notify the recipients of such taxable

transactions and must file all returns with the IRS.

This training guide will explore how taxable payments made to vendors must be recorded, as well as

discuss the information return form (Form 1099) that must be filed with the IRS. The form shows the

reportable income for the vendor and any applicable backup withholding taken during a tax year. In

addition, this training guide covers the information collected for the Form 1099, as well as how to

correct that information when errors occur.

TRAINING GUIDE OBJECTIVES

In this training guide, you will:

= Review the processes and sub-processes for 1099 processing

= |dentify the table setup and summary processing steps for 1099s

= Examine the department 1099 review and adjustment processes

= |dentify the process of issuing and correcting 1099 forms

TERMINOLOGY

The terms listed in Table 1 are used throughout the 1099 Processing training guide.

Table 1: Terminology

Term

Description

1099 Reporting
Classification
(1099CL) Page

Establishes valid 1099 Reporting Classification codes, and the relationship
between the Vendor Organization Type, Vendor Organization Classifications,
TIN Types and 1099 Classifications.

1099 Date and
Document
Parameters
(1099D) Table

Specifies 1099 reporting parameters by date and document code. It is used as
input to the 1099 process. While the 1099 process normally selects records on a
calendar year, this table allows users to select records based on a date range.

1099 Maintenance
(M1099)
Document

Enables authorized users to create or modify records on the 1099 Reported
Income (1099R) page.

1099 Processing
Options and
Control (1099P)
Page

Defines the parameters required by the 1099 reporting process to create IRS
forms, magnetic media, and 1099 reports.
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Term

Description

1099 Reporting
Information
(1099I) Page

Defines valid Taxpayer ID Number (TIN) and TIN Type combinations and
provides tax related information for the 1099 Reporting process.

1099 Reported
Income (1099R)
Page

Records the consolidated income from the 1099 Journal per Taxpayer ID
Number and Taxpayer ID Number Type. The page is initially updated with
records from the 1099 Journal the first time the 1099 reporting process is
executed for a calendar year. From that point on, any updates or corrections to
1099 information are done here.

1099 Reporting
Payer Information
(1099RP) Table

Defines the information Taxpayer Identification Number (TIN), TIN Type, Name
Address and Contact Information for each Reporting Payer reported to the IRS.

1099 Type of
Income (TINC)
Table

Defines the valid values for an income type and the Form Type used in the 1099
reporting process.

Department Fiscal
Year Controls

This page allows departments to set controls that differ from one fiscal year to
another. It contains a 1099 Reporting Payer field that may be used to define the

(DEPTFY) 1099 Reporting Payer associated with the Department Fiscal Year record.
Posting Code A code called from an Event Type. Contains instructions about how to update
(PSCD) various inquiry and controls tables. Each posting code also indicates which

journals are updated. The Event Type appears on the accounting line; however,
the posting code appears on the posting line only.

System Options
Table (SOPT)

A table that provides a set of characteristics that guide budget and accounting
activities. Each control or option that is set on this table is associated with a
business rule that drives events and actions throughout AFIS.

Taxpayer ID The number used by the Internal Revenue Service to identify taxpaying entities.

Number (TIN)

Taxpayer ID A further breakdown of a Taxpayer Identification Number indicating whether it

Number Type is an Employee Identification Number (EIN) or Social Security Number (SSN)

Taxport Third-party tool which prints the 1099 forms and generates the magnetic media
file for submission to the IRS. AFIS generates files that are imported into Taxport
for printing and magnetic media generation.

Vendor/Customer | The document that allows department users to add new records to the

Creation (VCCD1) Vendor/Customer (VCUST) table, 1099 Reporting Information table, and the

Document Customer Account Options table.

Vendor/Customer | The document that allows department users to modify or add to an existing

Modification vendor or customer record. This document is used to update Vendor/Customer

(VCMD1) table information, Customer Account Options table information, and 1099

Document Reporting Information table.

Vendor/Customer | Contains all vendors and customers that are used in AFIS.

(VCUST) table

Valid Vendor This page establishes the valid combinations of Organization Type, Organization

Organization and
1099 Reporting
Classification
(VORGCL) page

Classification, TIN Type, and 1099 Reporting Classification.




LIST OF ACRONYMS

Table 2 lists the acronyms used in this training guide.

Table 2: Acronyms
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Acronym Definition

COA Chart of Accounts

DEPTFY Department Fiscal Year Table

EIN Employer Identification Number

FEIN Federal Employer Identification Number
IRS Internal Revenue Service

M1099 1099 Maintenance Document

NYTI New Year Table Initialization

OBJ Object Code

PSCD Posting Code Table

SOPT System Options Table

SSN Social Security Number

TIN Tax ID Number

TINC 1099 Type of Income

VCC Vendor/Customer Creation Document
VCM Vendor Customer Modification Document
VCUST Vendor/Customer Information Table
VORGCL Valid Vendor Organization Page

1099CL 1099 Reporting Classification Page

1099D 1099 Date and Document Parameters Table
10991 1099 Taxpayer Information Page

1099P 1099 Processing Options and Controls Page
1099R 1099 Reported Income Page

1099RP 1099 Reporting Payer Information Table
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1. Navigation Refresher

Learning Objectives

In this lesson, you will:

= Review the basic access and navigation of a reference table
= Review the basic access and navigation of documents using the Document Catalog

= Review the navigation tools and searching records within a query
Lesson Overview

As with any software, it is important that users understand how to navigate through various menus and
features in order to complete tasks efficiently and accurately. AFIS uses a Web interface to display the
types of application pages used to process financial information. This lesson reviews the navigation of
AFIS as it pertains to 1099 Processing looking at reference tables, documents and queries that are used.
Understanding how to use these three types of pages is important, because it makes it easier for you to
search for a particular type of page and navigate between them. Pages are referred to in two different
ways: the Page Description and the Page Code.

1.1. Navigation Review: Reference Table

Reference tables are used to store information within the system. The information in some of these
reference tables can be created and modified by anyone with the required security permissions; others
are system-maintained and updated by the system through document updates or offline processes. All
reference tables can be accessed through Page Search or Jump to field at the top of the screen. This
example uses the Vendor/Customer (VCUST) reference table.
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Activity 1.1

Navigate to the Vendor Customer Reference Table

Scenario

You want to review the navigation features in AFIS. Use the Page Search to locate the Vendor Customer

(VCUST) reference table.

Setup
v" User is logged into the AFIS Home Page.
Steps

A. Navigate using Page Search.

1. Inthe Secondary Navigation Panel on the left, click Search.

Click Page Search.
In the Page Code field, type VCUST.
Click Browse.

W

GAFIS

Weicome, Student 1

Jump to: ﬁﬂ mﬂume &Persunal\ze @ACCE!SIDHM |§AppHe\p f’ About

Procurement Budgeting Accounts Receivable Accounts Payable

Message Center
= Search cﬁtegory;l ﬂ
Page Search Page Type :l—l[
Document Catalog Description :
Report Search Page Code : ycusT
History Browse Clear
Favorites Description Page Code
Adminigtration ~ VendorCustomer VCUST
First Prev MNext Last

5. Inthe list of reference tables that appears below the search fields, click Vendor/Customer

link.

B. Navigate using the Search tool within a table.

1. Inthe Search popup window, in the Vendor/Customer field, enter your student data card.
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C.

2. Click Ok.

Vendor/Customer

Vendor/Customer Legal Name Alias/DBA Vendor Active Status Customer Active Status

- VC000000231 Student 1 Active Active
First Prev Next Last Attachments

Save Undo Delete Insert Copy Paste Search # &

w General Info

VendoriCustomer : vcoo0000231 Restrict Use by Department : | ]
Legal Name : spdent 1 Miscellaneous Account: [
Alias/DBA : Internal Account : [
Vendor Active Status :I—v Third Party Only : O
Vendor Approval Status : complete Third Party Vendor: [
Customer Active Status :I—v Third Party Customer:| ]
Customer Approval Status : complete Inventory Customer: [
Location Name : Never Archive : ]

First Name : Restrict VSS Access : l@
Middle Name : Di ti - No New B im|
Last Name : Prevent MA Reference : [
Company Name : |sdent 1 PunchQut Enabled : ]
Vendor Performance Rating : Re-PunchOut Enabled : O
Electronic Order Enabled :| [
W-9 Received: ]
Accepts Credit Cards : O

Active From : 10;07/2014 /3

Active To: =]
Last Usage Date : 04/06/2015
Department : A
Unit : A

Explore the Vendor Customer table.
1. Inthe Vendor Customer Secondary Navigation Panel, click Address.

2. Observe the Address information.

w Address Information
Address ID: anooq 4| Country Phone Code : q
Street 1: 1001 South IH35 Phone : 5137234100
Street2: Phone Extension :
City : Round Rock County : yar &
State/Province : Ty . County Name : paricopa
Zip/Postal Code : 73554 Country: ysa &
DUNS :
Extended DUNS :
CAGE Code :

3. Click Home in the Primary Navigation Panel to return to the Home Page.




AFIS | 1099 Processing

1.2. Navigation Review: Document

The information stored in reference tables gets updated by documents. Some documents update the
information on multiple tables. The Document Catalog is used to create documents and to search for
documents based on Code, Department, Unit, or ID. It can also be searched by User Information using
User ID (created by) and Date (created on), or by Document State using Function, Phase or Status fields.
This example uses a General Accounting Expense (GAX) document.

AcTiviTy 1.2
Navigate to a General Accounting Expense Document

Scenario

You want to review the navigation features in AFIS. Use the Document Catalog to find a General
Accounting Expense (GAX) document.

Setup

v" User is logged into the AFIS Home Page.

Steps
A. Navigate using the Document Catalog.
1. Inthe Secondary Navigation Panel on the left, click Search.
2. Click Document Catalog.
3. Inthe Code field, enter GAX.
4

In the Dept field, enter your student data card.

10
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5. Click Browse. The grid displays all GAX documents in the system.

Document Catalog
Create sk
+ Document Identifier
Code : gax ﬂ Unit :
Dept.: 1019 D

P User Information

b Document State

Browse Clear

Open Valdate Submit Copy

Code Dept. Unit 1] Comments Version Function Phase Status Date User ID Amount Active
[ eax 1 150406000026 Mo 1 MNew Final Submitted  4/8/15 Studenti 517599 Yes
[ eax 1m 150406000027 Mo 1 MNew Final Submitted  4/6/15  Studentl £700.00 Yes
[ 6ax 101 STU11.2 Mo 1 New Final Submitted 11/12/14  Training S545.00 Yes
] Gax 10 STU 11.34 Mo 1 MNew Final Submitted 11/25/14  Training £6,000.00 Yes
[ Gax 10 STU11.38 Ho 1 MNew Final Submitted 11/25/14  dbeudrie 2530.00 Yes
[ eax 101 STU142 Mo 1 HNew Final Submitted  10/7/14  Training $100,000.00 Yes
[ Gax 101 STU146 Mo 1 HNew Final Submitted 10/27/14  Training 850.00 Yes
[ eax 1m STU146 Mo 2 Modification Draft Held 4/6/15  Student1 £130.00 Yes
[ eax 1 STU153 Mo 1 MNew Historical (Final) Submitted 10/27/14  Trainings S50.00 Yes
[ 6ax 101 STU15.3 Mo 2 Cancellation Final Submitted 10/27/14  Training5 S50.00 Yes

First Prev Hext Last

6. Inthe list of documents, in the first row, click the Document ID for the document.

7. Observe the General Accounting Expense document window displays the four components
that together make up the document.
WAFIS Jump to: & co] | Prome S personaice (F) Accessvaty [ Appren . About | [

Procurement = Budgefing = Accounts Receivable = Accounts Payable

Dept: 101 ID: STU112 Ver: 1 Function: New Phase: Final -

Weicome, Student 1
‘General Accounting Expense(GAX)

SN B Payee | Additional Amounts | Extended Description | Contact | Document Information

Document Name: 1099 Processing- Activity 1.2 Pre-Processing Allowed: D

Bank Account: Bi01 &

Record Date: 11/12/2014 = Repl t: ]
eplacement:

Budget FY: 2015

Contract Withholding Exempt: D
Fiscal Year: 2015

Cited Authority: &
Period: 5
N » Escrow ID: &
Document Description: Expenditure Document for 1099
Processing Activity 1.2 Actual Amount: 354500
Closed Amount: $0.00
Closed Date:
Oy A it: $545.00
pen Amoun v
Referenced Amount: S0 00
Vendor Vendor Line: 1 Vendor Customer: VC000000231  Legal Name: Student 1
Accounting Total Lines: 1 Accounting Line: 1  Line Amount: 354500 Line Open Amount: $545 00
Posting Total Lines: 1 Posting Line: 1
[# Edit ‘ % copy ‘ [ Gopy Forward | [ Discard ‘ = Prnt | Processing ™ Workllow'l Fiev | E3 C.Iose|

11
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8. Observe that the document information at the top of the screen includes Type, Dept, ID,
Version, Function, and Phase, as well as the document menu button.

B. Explore the General Accounting Expense document Header component.

1.
2
3
4.
5

6.

Observe the fields on the General Information tab.
Click on the Payee tab.

Click on the Additional Amounts tab.

Click on the Extended Description tab.

Click on the Contact tab.

Click on the Document Information tab.

C. Explore the other components of the document.

1. Open the Document Navigator Panel; click the Open Document Navigator arrow on the left

of the screen.

2. Inthe Document Navigator Panel, click Vendor.
3. Observe the component tabs and fields.
Disbursement Options | Discount Terms || Misc Vendor ACH Details ﬂ
Vendor Customer: 000000231 i' Vendor Contact ID!  pCooq i.
Legal Name: Student 1 Vendor Contact Name: Bob Smith
Alias/DBA: Vendor Contact Phone: 512-725-4100
Address Code: aADD0O1 ﬁ. Vendor Contact Phone
Ext.
Add Line 1:
ress Hne 00 STTAED Vendor Contact Email:  bobsmith@dell.com
Address Line 2:
Fax:
City:
gl P e Fax Extension:
State: W
Web Address hitp:il:
Zip: 78664
4. Inthe Document Navigator Panel, click Accounting.
5. Observe the component tabs and fields.
(et DTGB Reference | Fund Accounting || Detail Accounting | Semvice Dates || Additional Amounts ﬂ
Event Type: apnq i' Budget FY: 2015
Accounting Template: 4| Fiscal Year: 2015
Line Description: Accounting Line 1 Period: 5
Bank: BK04 4

Vendor Invoice Number:

Line Amount: 554500
Line Closed Amount: $0.00
Line Closed Date:

Line Open Amount: $545.00

Vendor Invoice Line:
Vendor Invoice Date:
Tracking Date:

Check Description:

0o

12
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6. Inthe Document Navigator Panel, click Posting.

7. Observe the information in this component.

s Function Debit Posting Debit Posting Name Debit Amount
Credit Posting Credit Posting Name Credit Amount
1 Standard D01 External AE 2545 00
Do Disb Payable 5545.00
From 1 to 1 Total: 1 Go o line: I:I Geo

D. Close out of the document.

1. When you are finished, click the Close button at the bottom of the document to return to the
Document Catalog.

2. Click Home in the Primary Navigation Panel to return to the Home Page.

13
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1.3. Navigation Review: Query Page

The information that documents update in tables can be looked up by performing a query and certain

tables are designed for this purpose. For example, disbursements can be tracked and researched using
the Vendor Transaction History (VTH) query page. One way to quickly access the VTH query page is to

type VTH into the Jump to field in the Primary Navigation Panel.

Activity 1.3
Navigate to the Vendor Transaction History Query Page

Scenario

You want to review the navigation features in AFIS. Use the Jump to field to navigate to the Vendor
Transaction History (VTH) query page.

Setup

v" User is logged into the AFIS Home Page.

Steps
A. Navigate using the Jump to field.
1. Inthe Primary Navigation Panel, in the Jump to field, enter VTH.

2. Click Go. The Vendor Transaction History query page opens.

Vendor Transaction History
Browse Clear
Vendor/Customer Code : & Document Type : o
Address 1D : & Document Code : o
Vendor Invoice Number : Event Type : o
Bank Account Code : & Check Number :
Record Date : E Check Description :
Budget Fizcal Year : & Fizcal Year: &
Accounting Period : & Fund : &
Department : & Sub Fund : &
Unit : & Sub Unit : &
Object : a Sub Object : A
Calculate Total

B. Search for documents related to a vendor.
1. Inthe Vendor/Customer Code field, click the Pick List button.

2. Inthe Choose screen, in the Vendor Active Status drop-down menu, select Active.

14
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3. Inthe Vendor Approval Status drop-down menu, select Complete.
4. Inthe Vendor/Customer field, enter your student data card.

5. Click Browse.

Choose

Browse Clear

Vendor/Customer : o231 Legal Name :

Last Name : Vendor Active Status :IAcii\re v
Vendor Approval Status :ICumplﬂte [ Lock Account :I [

VendoriCustomer Legal Mame LastMName WVendor Active Status Vendor Approval Statug Lock Account

Select VCO00000231 Student 1 Active Complete Mo

Cancel First Previous Next Last

6. Inthe list of results below, click the Select link for the Vendor/Customer.
7. Inthe Vendor Transaction History page, click Browse.

8. Observe the list of documents that appears in the results below.

Calculate Total

M e e v N, e Vemrine Mot g
~ 10027114 GAX 101 STU153A F 1 1 550.00 BKO1
11114 GAX101,5TU 146 F 1 1 550.00 BKO1
111214 GAX 101,5TU 1 1.2 F 1 1 £545.00 BKO1
4/6/15 MD,101,150406000004 F 1 1 55000 GAX101STU153A BKO1 000000004121501

First Prev Next Last Download

# Vendor Invoice Registry - Matching Status ¥ Disbursement Query  -F Check Reconciliation ¥ Paid Checks # Customer information & Lifecycle Inquiry

C. Explore the options available on the Vendor Transaction History page.
1. Click a Document in the grid to display that document on the screen.
2. Click Close to return to the Vendor Transaction History page.
3. Observe the navigation links below the grid for First, Prev, Next, and Last.
4. Observe the Download link that allows users to download documents to their local machine.
5

Observe the navigation links to other query pages at the bottom of the page.

15



6. Click the Paid Checks link. The Paid Checks (PDCHK) page opens.

7. Observe the checks listed on the Paid Checks page.

AFIS | 1099 Processing

Paid Checks

~ BKO1
BKO01
BKO1
BKO1
BKO1
BKO1
BKO01
BKO1
BKO01
BKO1

Copy

Browse Clear

- Paid Check Restore

Bank Account : gipq
Check / EFT Number :
Check / EFT Amount :

Check / EFT Is=ue Date :
Last Action Date :

000000210000002
000000210000027
000000210000028
000000210000029
000000210500000
000000210500009
000000210500012
000000210500017
000000210500018
000000210500030

First Prev Next Last

- Check Writer Payment

Document Code :

Doc Dept:
Document 1D :
Cleared Date : /=

Status :I [

Bank Account Check/EFT Number Check/EFT Amount

$600.00
$220.00
542012
$569.00
$200.00
$52,500.00
§52,500.00
525.00
$10,000.00
§52,500.00

Document I Status Cleared Date
140815000031 Cancelled 08/15/2014

140528000070 Paid 0a/28/2014
140625000071 Paid 06/28/2014
140528000072 Paid 08/28/2014
ADCP TEST  Pad 06/20/2014
MODOC1 Paid 09/03/2014
9-4-14MD2 Paid 09/03/2014
MD 090914 Cancelled 09/15/2014
TESTMD Paid 09/16/2014

JOEPARMTT  Stale Dated  08/18/2014

A Accrual Inguiry

Cancel/Reclass Reason Comments
Stolen

‘Warrant Reconciliation

‘Warrant Reconciliation

‘Warrant Recanciliation

‘Warrant Reconciliation
‘Warrant Reconciliation
Incorrect Information
‘Warrant Reconciliation
Stale

8. Click Back.

9. Click Home in the Primary Navigation Panel to return to the Home Page.

16
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Lesson Summary

This lesson reviewed the basic navigation tools and methods that will be used throughout this training
guide. The Jump to feature can be used to go right to a certain page or table. The Page Search and
Document Catalog can also be used to search for a specific table or document within the system.

17
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2. Overview of 1099 Processing

Learning Objectives

In this lesson, you will:
= Review the 1099 Process
=  Review the Sub-processes for 1099 Processing

Lesson Overview

1099 processing includes a number of initial setup tables, and the ongoing establishment and
maintenance of vendors in the system. 1099 batch processing occurs around calendar year end to
support the reporting of information to vendors and the IRS. This lesson provides an overview of the
AFIS process and sub-processes for 1099 Processing.

18
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2.1. 1099 Process

1099 Withholding

In AFIS, the 1099 Processing Parameters and Control (1099P) page allows users to define the parameters
required by the 1099 reporting process to create IRS forms, magnetic media, and 1099 reports.

1099 Processing Optiong and Control

Menu Back

Calendar Year Processing Mode LastProcessing Mode 1099 Backup Withholding 1042-5 Withholding Contract Withholding

by 2013 Testing Testing No No No
2014 Testing Testing N No No
2015 Testing No No No

First Prev Next Last

Save Undo Delete Insert Copy Paste Search #B

@ General Information

Calendar Year: 2g13 1099 Journal as Input :
Processing Mode :ITESﬁng ¥ Correction Processing :
Last Processing Mode : Testing Forms Generation Report :

Non TIN Miscellaneous Vendors Report :

Oojg|o|®

1099-5 Transactions by Vendor Report :

w Options & Controls
1099 Backup Withholding : O
1099 Backup Withholding Rate : g gpog
IRS Penalty Amount :
Compliance Days :
1042-5 Withholding : O
1042-5 Backup Withholding Rate : g gpeg
1099-5 Reporting : [T Type[ v |
Contract Withholding : O
Contract Withholding Rate : g ggog
Contract Withholding Threshold :
Apply Contract Withholding to PCard Payments : O

Under the available options are settings for 1099 Backup for a given Calendar Year. A 1099 Withholding
Rate can be specified as a percentage.

Backup Withholding information for vendors is set on the Vendor Customer Creation (VCC) document
type.

19
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1099 Process Overview

The process of producing 1099s involves the setup and maintenance of several system and vendor
related tables throughout the calendar year. At year end:

The data to be included in the forms can be previewed
=  Corrections submitted by departments

=  Forms printed and mailed to vendors

= A magnetic file created and sent to the IRS

= Additional corrections received and entered

=  Amendment/Replacement 1099 forms issued

=  Amended media files sent to the IRS

2.2. The Sub-Processes for 1099 Processing

There are several sub-processes involved in 1099 processing.

Maintenance of Vendor and Chart of Accounts Codes

Vendors are 1099 reportable based on their relationship with the State and the type of service that they
provide. When a new vendor registers with the State, the General Accounting Office (GAO) determines if
a vendor is 1099 reportable based upon W9 submission. At a high level, the combination of the vendor
record and the object code determines if a 1099 is required to be reported for each vendor.

Validate 1099 Setup

For the State of Arizona, all departments/agencies are consolidated into a single reportable entity for
transactions that are issued out of AFIS.

Department 1099 Review/Adjustments

Each year, AFIS produces preliminary 1099 reports. The departments review the preliminary reports and
make adjustments to the 1099 file online, as required, after data is loaded to the 1099R page. This
process continues until the final year end 1099 report is produced.

General Accounting Office Reconcile and Balance

Once the departments have finished making accounting adjustments, GAO locks the departments out of
the 1099 Module. GAO can unlock the 1099 module, in order to allow agencies to continue to make
adjustments, as necessary. GAO reconciles and balances the data in the 1099 module and makes any
final adjustments that may be necessary. Once the reconciliation is completed, GAO locks the 1099
module.

20



AFIS | 1099 Processing

Issue 1099s

Once GAO has verified the 1099s, GAO will print the 1099s, and mail them to vendors. Between the time
that the 1099s are mailed and the time the 1099 file is sent to the IRS, GAO may continue to make
corrections as a result of comments from vendors. After the 1099 file is sent to the IRS, if adjustments
are made, GAO will manually correct, print, and mail the corrected 1099s to both the vendor and the
IRS.

Corrected 1099s

Correction requests may be received from vendors both before and after the electronic file has been
sent to the IRS. When a correction is required prior to sending the electronic file to the IRS, GAO
researches the correction request and manually creates a corrected 1099. A copy of the corrected 1099
is sent to the vendor, and the correction updates the electronic file that is sent to the IRS. If the
correction is required after the electronic file has been submitted to the IRS, both the vendor and the
IRS will receive a manually created and corrected 1099. GAO will create a 1099 Maintenance (M1099)
document, which enables authorized users to create or modify records on the 1099 Reported Income
(1099R) page. The M1099 document is a non-accounting document, which is accessed via the Document
Catalog. AFIS is updated to reflect the corrections and then the 1099 offline process is run.

Lesson Summary

In this lesson, you:

=  Reviewed the 1099 Process

= Reviewed the Sub-processes for 1099 Processing

Check Your Progress

1. All of the following are year-end 1099 processes except:

Forms are printed and mailed to vendors
Amendment/Replacement 1099 forms are issued
The IRS sends the State a magnetic file for processing

o 0 T o

Corrections are entered by departments

2. The combination of the vendor record and the object code determines if a 1099 is required to be
reported for each vendor.

a. True
b. False

21



AFIS | 1099 Processing

3. Setup and Processing of 1099 Forms

Learning Objectives

In this lesson, you will:

= Examine the table setup for 1099 processing

= Review the setup processing steps
Lesson Overview

Taxable financial transactions are broken into several broad categories for the purpose of reporting and
filing. Each category has different reporting requirements and is reported on a different tax form. On
each form, amounts are further divided into more specific types of transactions, and each of these types
of transactions is reported in a separate box on the form.

3.1. Table Setup for 1099 Processing

Multiple tables are used in the setup of 1099 processing in AFIS. Throughout the fiscal year, Object
and/or Sub-Object codes may be added which, when defined, will need to indicate if the code is taxable.
The addition and modification of vendors is an ongoing process initiated both by vendors and
departments.

Vendor Setup and Configuration

Vendor/Customer Information (VCUST) Table

The Vendor/Customer (VCUST) table allows users to maintain the primary information about a
vendor/customer. The 1099 Indicator shows the 1099 status of the Vendor TIN selected. The 1099
Classification field shows the classification type associated with the organization.

= Organization

Organization Type :W 1089 Indicator : yas
1099 Classification : lm[ 1042-5 Indicator :
1042-5 Recipient Code : & Taxpayer ID Number : 255392222 o
Number of Employees :l—l[ Taxpayer ID Number Type :Im
Merchant ID : Detailed TIN Type :
Sex: ~ Foreign Tax 1D :
Date of Birth : 1042-5 Recipient Account Number : a
Marital Status: [~ || WsForm:[ [V
Annual Income :l—il Tax Profile : 2
IRS Country of Residence : & Tax Profile Name :

IRS Country Sub Code : EBIC Number :

&

IAEC Number :
Web Address http:/:

Contract Withholding Exempt : O

National Provider 1D :
Employee 1D :

Employee Status :I ¥

Supplier Shared Secret :

CAGE Code:
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1099 Taxpayer Information (10991) Page

The 1099 Reporting Information (10991) page allows users to define valid Taxpayer ID Number (TIN) and
TIN Type combinations and provide tax related information for the 1099 Reporting process. When the
1099 Reportable checkbox is selected, the record is defined as 1099 reportable, and all related
transactions qualify to be reported to the IRS, during the 1099 reporting process.

1099 Reporting Information

Taxpayer ID Name TiNType 1099 Reportable
000021474 DEAN R CHASE SSNATIN/ATIN Mo

000021458 DONALD ROY  SSHNATINGATIN Mo

000021532  TONY NMAPP  SSNATINVATIN No

000021566  DIANE L SERRA SSNATIN/ATIN Mo

000021603  MARIA GALL  SSNATIN/ATIN Mo

First Prev Mext Last

"

Save Undo Delete Insert Copy Paste Search # 3
w Taxpayer Information

Create Taxpayer ID: Last Name : cHASE
Re-Enter Taxpayer ID: *Name Control: cHas
*Taxpayer ID : gop021474 Chg affects Prev Yr: ]
*TIN Type : W 1099 Backup Withholding Status : l_il
Detailed TIN Type:l_il 1099 Reportable : [
*Name : nEAN R CHASE 1042-5 Reportable : O
Names :

Address : 37 W GARDEN LN
City : SNOWFLAKE
State: a7 A

ZIP Code : 35937

= TIN Change
New TIN :

New TIN Type :I ¥

Update all Vendors : O

&

Previous TIN :

= TIN Notice

TIN Notice Counter :I [ TIN Status : I [

TIN Notice Date : B Issue 1st Notice : O
IRS Motice Tax Year : 2 Issue 2nd Notice : O

= 1099 Backup Withholding Information

Withholding Tracking Start Date : E 1099-INT Backup Withholding : O
Start 1099 Backup Withholding Reason : I—Ll Tracking INT Start Date : s
Withholding Tracking Stop Date : e Start 1099-INT Backup Withholding Reason : I—Ll
Stop 1099 Backup Withholding Reason : I—Ll Tracking INT Stop Date : s

1099 Reason Description : Stop 1099-INT Backup Withholding Reason :I [
1099-INT Reason Description :

b Certification

B Change Management

Top

- 1042-5 Reporting Information
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Valid Vendor Organization (VORGCL)

The Valid Vendor Organization (VORGCL) page establishes the valid combinations of Organization Type,
Organization Classification, TIN Type, and 1099 Reporting Classification. AFIS validates the Vendor
record against this table when creating or modifying Vendor records using either the Vendor page or the
Vendor documents.

Valid Vendor Organization and 1099 Reporting Clagzification

Organization Type Classification Taxpayer ID Number Type

+  Individual Individual SSNATIN/ATIM
Individual Sole Proprietor SSMNATINGATIN
Individual Monresident Alien SSNATIN/ATIN
Individual Trust SSNATIN/ATIM
Individual Other SSNATIN/ATIM
Individual Employee SSMNATINGATIN
Individual Estate SSNATIN/ATIM
Individual LLC filing as Sole Prop  SSNATIN/ATIN
Individual Resident Alien SSNATIN/ATIN
Individual Ind/Sale Pras P/LLC (6I) EIN

First Prev Mext Last

Save Undo Delete Insert Copy Paste Search W B

= General Information

*Organization Type : Iml
*Classification : IIndhridual ﬂ
*Taxpayer ID Number Type : W
TIN Required : O
*1099 Reporting Classification : ﬂ
Individual
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1099 Reporting Classification (1099CL)
The 1099 Reporting Classification (1099CL) page establishes valid 1099 Reporting Classification codes. It
is also used to establish the relationship between the Vendor Organization Type, Vendor Organization

Classifications, TIN Types and 1099 Classifications. Use the Insert link, and then click Save, to add a new
classification.

1099 Reporting Classification

1099 Classification Code 1099 Classification Name

1 Individual
2 Corporation
3 Trust
4 Sole proprietor
5 Partnership
NR Not reportable

First Prev Mext Last

Save Undo Delete Insert Copy Paste Search @ 3

= General Information
*1099 Classification Code : |4

1099 Classification Name ! jndividual

Description : jnopADUAL
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The Posting Code (PSCD) table identifies which Posting Codes will update the 1099 Reporting Journal.
Selecting the Journal Type for 1099 Reporting flag indicates that this code will update the 1099

Reporting Journal if other conditions are also met, such as using a reportable Vendor, Object, or Sub-

Object code.

*Name : Cash

*Short Name : |cash

w Classifications

Cost Allocation Process

Funding Split

Overhead Rate Process:

FACP Eligible :

Posting Code
Posting Code Name Account Type Cash Account Memo Account
« A Cash Asset Yes No
A002 Due To Fund Liability Mo Mo
ADD3 Due From Fund Asset Ha No
ADD4 Band Revenue Ha No
A005 Bonds Payable Liability Mo No
First Prev Mext Last
Save Undo Delete Insert Copy Paste  Search 9B
= General Information
*Posting Code @ ap01 Closing Classification Code : g ﬂ

Closing Classification Name : Cash Roll Forward

b Inference and Edit Information

b Update/Posting Rules

O

i INut Applicable v

[ hia >
O

Accounting Type Journal :
Journal Type for 1099 Reporting :
Cash Type Journal :

Fixed Asset Type Journal :

O|&) & |E
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The Object Code (OBJ) table establishes valid Object codes as 1099 Reportable and includes associated
information related to the object. To set an Object code as 1099 Reportable, update the 1099 info
section by clicking the 1099 Income Code pick list and select the appropriate code. Sub-Objects will also
be set as 1099 Reportable as appropriate.

Object
Fizcal Year Object Name MActive Effective From Effective To
¥ 2014 001 Personal Services Budget And Approp Yes

2014 8011 Regular Base Salary es

2014 8017 Board And Comm Members Compensation Yes

2014 6019 Temporary Employees es

2014 6028 Performance Pay es
First Prev Mext Last

Save Undo Delete Insert Copy Paste Search W 3

= General Information

*Fiscal Year: 2p14 & Effective From : E
*Object : gon1 Effective To: E
*Mame : personal Services Budget Active :
*Short Name : |peregonal Servic Budgeting :
Contact Code : & Description : |ysED PRIMARILY FOR BUDGET
AND APPROPRIATION
TRANSACTIONS
b General Options
= 1099 Info 1042-5 Info
1099 Income Code : i 1042-5 Income Code 1D : i
[~ [~
1099 Form Type : 1042-5 Income Code :
1099 Type of Income : 1042-5 Type of Income :
Always 1099 Reportable : | [ Contract Withholding Exempt : [

b Rollups

F Extended Description

Vendor to Object Code Validation

The 1099 Type of Income (TINC) page defines the valid values for the Income Type and Form Type used
in the 1099 reporting process. The table is linked to the Object, Sub-Object, Balance Sheet Account, and
Sub-Balance Sheet Account pages to define the valid Types of Income. Users can add, modify, and delete
information on this page.
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This table contains the following fields:

Form Type — The IRS form type (for example, 1099-S, 1099-MISC, 1099-INT, and 1099-G).

Type of Income — Corresponds to the valid box numbers on each form type (for example, Type
of Income “1” corresponds to Box 1 on the 1099-MISC form).

Name — The description of the Type of Income (for example, Type of Income “1” is Box 1 Rents
on the 1099-MISC form).

Threshold — Represents the minimum amount of money that needs to be paid to a Vendor
before the Vendor, if 1099 reportable, is required to report its earnings to the IRS. The IRS sets
these threshold amounts, annually. If the IRS changes any thresholds, this table can be manually
updated at the end of the calendar year, before the Offline 1099 Process is run.

Vendor Classification Checkboxes — Boxes for Individual, Incorporated, Trust, Sole Proprietor,
Partnership, and Backup Withholding. When checked, this indicates that either Vendor income
is reported for only the specified Vendor classification or that the income type is eligible for
Backup Withholding.

1089 Type of Income

Form Type Type of Income Name Threshold Data Type Ind Inc Trust Sole Partner BWH
v [1099-msc ] 1 Rents 5600.00 ]
2 Royalties $10.00 n
1008 M5C v 3 Other Income 5600.00 n
1088MSC v |5 Fishing Boat Proceeds | |5100.00 n
1008MsC v |6 Medical and Health Care P |S600.00
10semsc v| [7 Nenemployee Compensati| |$600.00 O
1083MSC v 8 Substitute Payments in Lie |$10.00 n
1008msC v [8 Direct Sales of Consumer| [S5,000.00 |
1008MsC v 10 Crop Insurance Proceeds| |5600.00 O
1000msc v [13 Excess Golden Parachute [50.00 O
1099 MI5C v [14 Gross Proceeds Paid 1o al 8000
1009M5C | [151 Section 4094 Deferrals | |5800.00 |
1098MI5C | [152 Section 409A Income 20.00 n
1 Interest Income £0.00 [l
1 Date of Closing 50.00 OO0 O O O
O

<
&
&
[«
O

Gross Proceeds 5500.00 Humeric W

B
H
[1:]
=
E]
=1
[=]
=
{11
o
5
[1]
=
LA
]
=1
Ig
(=]
y

Paste  First Prev Nexi Last
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1099 Batch Processing Setup and Parameters

The 1099 Date and Document Parameters table (1099D) specifies 1099 reporting parameters by date
and document code. Data entry on this table is optional. If a record is not entered into the Date and
Document Parameters table, AFIS will process using a Calendar Year.

The 1099 Processing Options and Controls (1099P) page defines the parameters required by the 1099
reporting process to create IRS forms, magnetic media, and 1099 reports. Selection criteria on 1099P are
entered by calendar year and can be added and changed throughout the calendar year as the 1099
Reporting process is run.

The Processing Mode should be set to Testing throughout the calendar year. With the exception of the
Corrected Processing Mode, all other Processing Modes only select records from 1099 Reported Income
(1099R) that meet or exceed the threshold established on the 1099 Type of Income (TINC) table.

The five processing modes are as follows:

= 1099 Report Mode — Generates a query of the Vendor income produced from the Offline 1099
Process. This mode does not update tables or create any files.

= Testing — Creates a report of the consolidated Vendor income by Taxpayer ID Number in a
condensed format so that users can preview the result of the Offline 1099 Process prior to
actually executing. This mode will update the 1099 Reporting Income (1099R) page in “Testing”
mode.

=  Forms — Creates new records on the 1099R page with a Processing Indicator of Forms. This
mode is used to generate files to export in order to preview results and, if desired, distribute
forms prior to the submission of the file to the IRS.

=  Magnetic Media — This mode will create new records on the 1099R page with a Processing
Indicator of Magnetic Media. If the Forms mode is previously run, a new file will be generated
with any changes made after Forms mode was run, in order to integrate with Convey Taxport to
update the information for submission to the IRS.

= Corrected —Generates corrected 1099 forms and magnetic media records in the format dictated
by the IRS after the initial submission to the IRS has been made. Multiple correction cycles may
be run. Unless 250 or more corrections are generated, the corrections will not be submitted to
the IRS electronically.

The 1099 Journal as Input field indicates whether the 1099 Journal should be used as input to the
reporting process. When not selected, the 1099 Reported Income table is used as input. The first time
the 1099 process is executed for a reporting year, the 1099 Journal is always used as input. Subsequent
1099 processes use the 1099 Reported Income table.

The Options & Controls component contains settings that help control the 1099, Backup Withholding,
and Contract Withholding functionality.
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3.2. Setup Summary Processing Steps

In AFIS, users can verify the setup of 1099 processing by navigating to the tables and pages that control
the process.

AcTiviTy 3.2
Verify the Setup of 1099 Processing

Scenario

The General Accounting Office is ready to initiate the load of the 1099R for the purposes of validation by
the departments. Review and verify the setup using the appropriate tables.

Setup

v" User is logged into the AFIS Home Page.

Steps
A. Verify 1099 Data and Document Parameters.
1. Inthe Jump to field, enter the 1099 Data and Document Parameters page code, 1099D.
2. Click Go.
3. Verify the disbursement documents are on the table with the proper data ranges.
B. Verify 1099 Reporting Classification.
1. Inthe Jump to field, enter the 1099 Reporting Classification page code, 1099CL.
2. Click Go.

3. Verify 1099 Classification Codes are correct.

10939 Reporting Classification

1099 Classification Code 1099 Classification Name
Individual

1

2 ‘Corporation

3 Trust

4 Sole proprietor
5 Partnership
NR Mot reportable

First Prev Next Last

Save Undo Delete Insert Copy Paste Search # 13

# General Information
*1099 Classification Code : 4

*1099 Classification Name : |ndiidual

Description : |NDRDUAL
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C. Verify Valid Vendor Organization.

1. IntheJump to field, enter the Valid Vendor Organization and 1099 Reporting Classification
page code, VORGCL.

2. Click Go.
3. Verify the Organization Type is related to the 1099 Reporting Classification.
Valid Vendor Organization and 1099 Reporting Classification
Organization Type Classification Taxpayer ID Number Type
+ Individual Individual SSNATIN/ATIN
Individual Sole Proprietor SSHATINGATIN
Individual Nenresident Alien SSNATINGATIN
Individual Trust SSHNATIN/ATIN
Individual Other SSNATIN/ATIN
Individual Employee SSNATIN/ATIN
Individual Estate SSNATIN/ATIN
Individual LLC filing as Sole Prop  SSHATIN/ATIN
Individual Resident Alien SSNATINGATIN
Individual Ind/Sole Pr as P/LLC (61) EIN
First Prev hext Last

D. Verify 1099 Type of Income.
1. Inthe Jump to field, enter the 1099 Type of Income page code, TINC.
2. Click Go.

3. Verify all records are accurate.
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1. Inthe Jump to field, enter the Object table code, OBJ.

2. Click Go.

3. Click Search.

4. Inthe Object field, enter 7531.

5. Verify the Object table is set up correctly in the 1099 info/1042-S info section.
Object

Figcal Year Object Name Active Effective From
v 2014 7531 Dues  Yes
2015 753 Dues Yes

First Prev Next Last

Save Undo Delete Insert Copy Paste Search B

= General Information

*Fiscal Year: ap14 iy Effective From :
*Object: 7539 Effective To:
*Name @ pues Active :
*Short Name : pyes Budgeting :
Contact Code : 2

b General Options

@ 1099 Info /1042-5 Info
1099 Income Code: 7

[

1099 Form Type : |
1099 Type of Income : 5
Always 1099 Reportable : O

Subsfitute Payments in Lieu of Dividents or Interest

Effective To

=
=

Description : cHARGES FOR DUES

1042-5 Income Code 1D :
1042-5 Income Code :

1042-5 Type of Income :
Contract Withholding Exempt :

[&
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F.

33

Verify the Sub Object table.

1. Inthe Jump to field, enter the Sub Object table code, SOBJ.

2. Click Go.

3. Verify the Sub Object table is set up correctly.

Sub Object

First Prev Mext Last

1099 Form Type : i
1099 Type of Income : 2

Fizcal Year Object Sub Object Name Active Effective From
2014 6183 02 Sub Object Arizona2 Yes
2014 8185 01 Sub Object Arizonal Yes
2014 6186 01 Sub Object Arizonal Yes
2015 8183 02 Sub Object Arizona2 Yes
¥ 2015 6185 01 Sub Object Arizonal Yes

Save Undo Delete Insert Copy Pasie Search % B
= General Information

*Fizcal Year: 2q15 A Effective From : B
*Object : 5185 o Effective To: B
*Sub Object: g Active :
*Name : 5yb Object Arizonal Budgeting :
*Short Name : 5 Obj AZ1 Description :
Contact Code : &

= 1099 Info 11042-5 Info

10949 Income Code : |3 ® | Ay 1042-5 Income Code ID :
1042-5 Income Code :

Always 1099 Reportable : O

1042-5 Type of Income :
Contract Withholding Exempt :

Effective To
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G. Verify and update 1099 Processing Options for a Testing Mode run.
1. Inthe Jump to field, enter the 1099 Processing Options page code, 1099P
Click Go.
Click Search.
In the Calendar Year field, enter the current calendar year.
Click Ok.
Verify the Processing Mode is set to Testing.
Verify the checkbox for 1099 Journal as Input is checked.
Verify that in the Options & Controls component, 1099-S Reporting is set to TIN/TIN Type.

L 00 N o U A~ W N

Click Save.

1099 Processing Options and Control

Calendar Year Processing Mode LastProcessing Mode 1099 Backup Withholding 1042-5 Withholding Contract Withholding

2013 Testing Testing No Na No
2014 Testing Testing No No Nao
- 2015 Testing No No No

First Prev Next Last

Save Undo Delete Insert Copy Paste Search sk
= General Information

Calendar Year : 2g45 1099 Journal as Input :
Processing Mode :ITesﬁng [ Correction Processing :
Last Processing Mode : Forms Generation Report :

Non TIN Miscellaneocus Vendors Report :

Ojgjo|g=

1099-5 Transactions by Vendor Report :

= Options & Controls
1099 Backup Withholding : O
1099 Backup Withholding Rate : g pgog
IRS Penalty Amount :
Compliance Days :
1042-5 Withholding : O
1042-5 Backup Withholding Rate : g pgog
1099-5 Reporting : W
Contract Withholding : O
Contract Withholding Rate : g ggog
Contract Withholding Threshold :
Apply Contract Withholding to PCard Payments : O

10. Click Home in the Primary Navigation Panel to return to the Home Page.
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Lesson Summary

In this lesson, you:

= Examined the table setup for 1099 processing

= Reviewed the setup processing steps

Check Your Progress

1. Which of the following are fields for records on the VORGCL table?

Organization Type
Classification

Taxpayer ID Number Type
1099 Reporting Classification
All of the above

™ o 0o T o

2. The Offline 1099 Processing batch job is run in Testing mode to preview the 1099 Report.

a. True
b. False
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4. Department 1099 Review and Adjustments

Learning Objectives

In this lesson, you will:

= Examine the department 1099 review process
=  Examine the 1099 adjustment process

=  Modify vendor 1099 information
Lesson Overview

In January, or earlier if needed, of each year, AFIS produces preliminary 1099 reports. Departments
review these reports and make necessary adjustments on the 1099 file. This process continues until the
final year-end 1099 report is produced.

4.1. 1099 Review Process

Reports are made available for Departments to review and verify 1099 reporting information. Specific
1099 reporting parameters include: As of Date (required), Department, Unit, Object, and Sub-Object.
The reporting process selects records based on a disbursement date range. Departments can review and
make modifications for the entire calendar year.

Steps

The 1099 Review process steps are outlined below and represented in Figure 1.
1. The Offline 1099 Process batch job is run in Testing Mode from the Accounting Journal to
pull the most up to date data form the Accounting Journal.

2. Departments initiate any necessary corrections by submitting a 1099 Maintenance (M1099)
document.

3. GAO approves the M1099 Document. If the document is rejected, it returns to the
Department level for correction and resubmission.

4. GAO executes the Offline 1099 Process in Magnetic Media mode to generate the files for
forms and media generation to be sent to the vendors and the IRS.
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Figure 1: 1099 Review Process (AP-TB-025)

Step 2
Department
Submits M1099

1

[e————No

Step 4

Oﬁi::epl::)gg Step 3 Offline 1098
. GAO Approved? A\Cm g Process batch job End
Process batch job . .
Approvers Magnetic Media

Testing mode

mode

4.2. 1099 Adjustments

An adjustment is similar to a correction. It is a transaction that takes place outside the financial system,
and therefore there is no record for it. For example, a department “gives” a vendor 20 tickets to a
charity kick-off event. There is no financial transaction linked to this, but the state designates a value
(for example $600). Since no payment document went to the vendor, an M1099 gets created in the
amount of $600 to represent the cash value of the ticket. Users will add 1099 records when transactions
have not been recorded in the financial system, and then make adjustments to current records. The
processing steps for an adjustment include:

Steps

The 1099 adjustment process is outlined below and represented in Figure 2.

1. Arequestis received from the vendor to correct vendor 1099 information. For any 1099
updates, the vendor needs to send a new W-9 form to the department for the vendor that is
initiated in AFIS. If reported income amount updates are needed, and if it is a GAO level
change then proceed to step 2, otherwise reference AP-TB-027 for M1099 document, and
proceed to step 3.

2. Departments notify GAO to make those necessary updates to the 1099R table directly,
proceed to step 3.

3. Once all the updates are made to the M1099 document and 1099R tables, the 1099
Reporting Process batch job is executed again with the processing mode set to “Corrected”.

4. The 1099 corrected files created by the 1099 Reporting Process batch job are loaded to the
Taxport website. Taxport transmits the corrected 1099 files to the IRS, and distributes the
corrected 1099 forms to the vendors.
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Figure 2: 1099 Adjustment Process (AP-TB-026)

AP-TB-027
Modify 1099

ﬁ

Department

Step 2
GAO
updates
1099R
table

Step 3
Offline 1099
Process batch job
Corrected mode

Step 1
Request received

to correct vendor
info

Step 4
Files sent to
Taxport

Modify 1099 Reported Income

Modifying the 1099 Reported Income requires the creation, submission and approval of a 1099
Maintenance (M1099) document.

Steps

The 1099 Modification process is outlined below and represented in Figure 3.

1. The requesting department is responsible for the drafting of the 1099 Maintenance (M1099)
document in the system. Information entered on the M1099 includes 1099 Calendar Year,
TIN number, TIN Type, Form Type, and Reported Income amount, etc. Any supporting
documentation may be attached to the document at this time. Upon completion of the data
entry, the M1099 document is submitted and routed for approval.

2. The M1099 document and any attached documentation are reviewed by an authorized
department level approver. If the approver determines that the M1099 document has
missing or incorrect data, then the M1099 document is rejected and returned for corrections
in Step 1. If the approver determines that the M1099 data are correct, then the M1099
document is approved and proceeds to the next step.

3. The M1099document and any attached documentation are reviewed at the central
department level, GAO, as the final review. If the approver determines the M1099 document
has missing or incorrect data, then the M1099document is rejected and returned for
corrections in Step 1. If the approver determines the M1099 document data are acceptable,
then the M1099 document is approved and proceeds to the next step.

4. The M1099 document final submission updates the 1099 Reported Income (1099R) table
within AFIS.
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Figure 3: 1099 Modification (AP-TB-027)

Step 1 Step 4

Submission of Updates
< N, ?
i 1099M t No Approved to 1099R
ocumen table
\_{\ No

Step 2 Step 3
Department Approved? GAO

Approvers Approvers

1099 Maintenance Document — Data Entry

There are only 2 components on the 1099 Maintenance (M1099) document, the Header and the 1099
Reported Income components. The Header component contains the general document information. The
1099 Reported Income component is where the relevant maintenance information is entered.

p— |Dm2w ST Vers T Foretion Now— Piase foa |E|W'_
Document Navigator x ‘ Header
icadcs | A0%9Reportedincome oo =
1099 Reported Income
Line Number Taxpayer ID TIN Type Form Type Name 1099 Reporting Payer
1 042443344 EIN 1099-MISC SHERATON CRESCENT HOTEL AZ1
From 1 1o 1 Total: 1 Go toline: DEI

List View
[ Gy BV | Reported Income Information ﬂ

Action: | llew s Name: SHERATON CRESCENT HC
Calendar Year: 2014 Mame (cont.):
Taxpayer ID: (42443544 3‘ Address: 2520 W DUNLAP AVE
TIN Type: | £l v City: PHOENIX
Form Type: | 1099-MISC W State: a7
Generation Date: 11/20/2014 Zip: §5051

Processing Indicator: New 1099-5 Form Number:
IRS Reported: No 1099 Reporting Payer: A71 3‘

Comments: test

On the 1099 Reported Income component the action list provides an option for modifying the income
reported. On the Reported Income Information tab, the numbered box fields correspond to the boxes
on the paper form.
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AcTiviTY 4.2
Make Adjustments Prior to Issuance of 1099s

Scenario

You are ready to review the results and make any necessary changes prior to the issuance of 1099s.

Setup

v" User is logged into the AFIS Home Page.

Steps

A. Create an M1099 Document.

1.

2
3
4
5.
6
7

In the Secondary Navigation Panel, click Search.

Click Document Catalog.

In the Document Catalog, click Create.

In the Code field enter M1099.

In the Dept field enter your student data card.

In the ID field, enter TRAIN## (where ## is your student number).
Click Create.

1099 Maintenance Document(M1099) Dept: 101 ID: TRAIN Ver: 1 Function: New Phase: Draft -

M il

(el EIENIGNEIGIE Exiended Description | Document Information

= List View

Document Name:

Record Date: B

Document Description:

B. Complete the 1099 Header Section Component of the M1099 document.

1.

©® N o U B~ W N

In the Document Description field, enter Adding Reported Income.
Click the 1099 Reported Income component.

Click Insert New Line.

In the Action drop down menu, select New.

In the Calendar Year field, enter the current calendar year.

In the Taxpayer ID field, enter 010702652.

In the TIN Type drop down menu, select EIN.

In the Form Type drop down menu, select 1099-MISC.
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9. Inthe 1099 Reporting Payer field, select AZ1 from the pick list.

Reported Income Information ﬂ
Action: m Hame:
Calendar Year: 2015 Name (cont.):
Taxpayer ID: | 010702652 & Address:
TIN Type: |EN v City:
Form Type: IWI State:
Generation Date: (4/12/2015 Zip:
Processing Indicator: New 1099-5 Form Humber:
IRS Reported: Mg 1099 Reporting Payer: | AZ1| &
Comments:

10. Click the Reported Income Information tab.
11. In the Box 7 field, enter 100.
12. Click the Save link.

sl 089 Boporiad incoms, =
Line Number Taxpayer ID TIN Type Form Type Name 1099 Reporting Payer
1 010702652 BN 1089-MSC CAFAINC Az1 W
From 1 o 1 Total: 1 Go to line: Dﬂ
= ListView
—
,

Box 1: Box &
Box 2; Box 9;
Box 3; Box 10:
Box 12:
Box 13
Box & Box 14:
Box 5 Box 15:
Box 6 Box 15a:
BoxT7: 100 Box 15b:
Box 16:
Box 24:

C. Validate and submit the document.

1. Click the Validate button and check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in
the upper left corner of the screen: “Document validated successfully.”

2. Click the Submit button to submit the document for approval after all errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.” The M1099 Document is now in Final phase.

3. Click Close.

4. To return to the Home Page, click the Home icon in the Primary Navigation Panel.
D. Verify the 1099R page has been updated.

1. Inthe Jump To field, enter the 1099 Reported Income page code, 1099R.

2. Click Go.
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Click Search.

In the Calendar Year field, enter the current calendar year.
In the Taxpayer ID field, enter 010702652.

Click Ok.

Click the Reported Income Information tab.

® N o v B~ W

In the Box 7 field, verify the entry is 100.

1099 Reported Income

Calendar Year Taxpayer|D TIN Type Form Type Processinglnd |RS Reported Current Record Generation Date 1099 Reporting Payer

v 2015 010702652 EN 1099-MISC  New Ho Yes 041272015 AZ1
First Prev Next Last

Search ¥R
= General Information

Calendar Year : 2515 Form Type :I v

Taxpayer 1D : 10702652 Generation Date : ga/12/2015
TIN Type : gy Processing Ind: o
Name : caFs NG IRS Reported : g
Name (cont.) : Comments :

Address : 1120 5 GILBERT RD

City : GILBERT
State : a7 Current Record : yes
Zip: g5o05 1099-5 Form Number: g

1099 Reporting Payer: pz7q

[

+ Reported Income Information

Box1: g Box8: gp
Box2: g Box9: pgp
Box3:gg Box 10: g gp
Box12: g
Box 13 .00
Box4: g Box14: g
Box5: gg Box15: g
Box6: g g Box 15a: g gp
Box7: 100 Box 15b : p gg
Box 16: g g
Box24: g

9. To return to the Home Page, click the Home icon in the Primary Navigation Panel.
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4.3. Modifying Vendor Information

Modify Vendor Information before Creating 1099 Forms

Because 1099 data is obtained from the 1099 Journal during the execution of the Offline 1099 Process
based on a Vendor’s Vendor/Customer Code, Vendor information such as the Legal Name or the 1099
mailing address can be changed at any time before forms are generated without affecting the reported
income and forms output. A Vendor Customer Modification (VCM) based document is used to modify or
add to an existing vendor or customer record. This document is used to update Vendor/Customer table
information, Customer Account Options table information, and 1099 Reporting Information table
information.

Change Vendor’s TIN During the Calendar Year

If a Vendor notifies the State during the calendar year that their Taxpayer Identification Number (TIN)
has changed, a Vendor Customer Modification (VCM) based document is used to record the change for
the new TIN/TIN Type. Once the VCM based document is approved, the 10991 page will need to be
manually updated to ensure that all reportable transactions for that Vendor are reported under the new
TIN.

On the 10991 page, a field called Update all Vendors can be used to update any vendor codes that may
have an incorrect TIN associated with them and update those to the new TIN.

AcTivity 4.3
Change a Vendor’s TIN During Calendar Year

Scenario

You have received a request to update the information in AFIS for a vendor. Use a Vendor Customer
Modification based document, the VCMD1, to make the necessary changes and then update the 1099
Reporting Information page.

Setup

v' User is logged into the AFIS Home Page.

Steps

A. Create a Vendor/Modification (VCMD1) document.
1. Inthe Jump to field, enter VCUST.
2. Click Go. The VCUST table opens. A search popup window opens.

3. Inthe Search window, in the Vendor/Customer field, enter your student data card.
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Click Ok. The Vendor/Customer table opens with the record displayed.

VendoriCustomer

Vendor/Customer Legal Name Alias/DBA Vendor Active Status Customer Active Status

+ WC000000231 Student 1 Active Active
First Prev Mext Last Aftachments

© N oW

At the bottom of the page, click the Modify Existing Record link.
In the Create Document screen, select VCMD1.
In the Document Department Code field, enter your student data card.

Check the Auto Numbering box.

Create Document

Document Code Document Name Default
~ WCMDA Vendor/Customer Modification - Department Yes

WCME1 Vender/Customer Modification - ACH Mo

WCMG1 Vendor/Customer Modification - GAO He

First Prev Next Last
Document Department Code @ 44

Document Unit Code :
Document 1D :
Auto Numbering :

Create Document Cancel

9. Click Create Document. The VCMD1 document opens with the Vendor/Customer existing

B. Com
1.
C. Com
1.
2
3
4.
5

information populated.
plete the Header component of the VCM.
In the Document Description field, enter New TIN for Vendor.
plete the 1099 Reporting Information component Add New Taxpayer tab of the VCMD1.
From the Secondary Navigation panel, click 1099 Reporting Information.
Click Insert New line.
From the Line Action drop down list, select New.
Click the Load Values button.

In the New Taxpayer ID Number field, enter your student data card.
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6. From the New Taxpayer ID Number Type drop down list, select EIN.
Line Action Taxpayer ID Name TIN Type 1099 Reportable Name
New Student 1 Yes STUDENT 1 i}
From 1 to 1 Total: 1 Go to line: I:l Go
Line Action: INew b
Vendor/Customer: 000000231
Student 1
= List View
UL TSUREVOSEVCI M Modify Existing Taxpayer || Taxpayer Information | 1099 Backup Withholding | Cedification | Summary of Approval Modifications ﬂ

Create Taxpayer ID : Mew Taxpayer ID Number Type: Im W
Re-Enter Taxpayer ID : New Detailed TIN Type: I W

New Taxpayer ID Number: 010101234

10.
11.

Click the Taxpayer Information tab.

In the Address field, enter an address of your choice.
In the City field, enter a city of your choice.

From the State pick list, select a state of your choice.

In the ZIP code field, enter a ZIP code of your choice.

D. Complete the Certification component

1.
2.

Click Insert New line.

Click Load Values button.

E. Validate and submit the VCM document.

1.

3.
4.

Click the Validate button to check for errors. If any errors exist, correct the errors and click
the Validate button again. If the validation is successful, the following message displays in
the upper left corner of the screen: “Document validated successfully.”

Click the Submit button to submit the document for approval after all errors are resolved. If
the submission is successful, the following message displays in the upper left corner:
“Document submitted successfully.”

Click Close.

Click Home.

F. Update the 1099 Reporting Information page.

1.

2
3.
4
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In the Jump to field, enter 1099I.
Click Go.
On the 1099 Reporting Information page, click Search.

In the Taxpayer ID field, enter the vendor name that you just entered.
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5. Click Ok.

1099 Reporting Information

Taxpayer ID Name TIN Type 1099 Reportable

010101234  Student1 EIN Yes
First Prev Next Last

6. Select the line in the grid for the old taxpayer ID.
7. Click TIN Change to expand that section.
8. Inthe New TIN field use the picklist or enter in the new Taxpayer ID number.
9. Check the Update all Vendors checkbox.
10. Click Save.
= TIN Change
New TIN: 910101234 &
New TIN Type : |gy v

Update all Vendors :

Previous TIN :

11. Click Home in the Primary Navigation Panel to return to the Home Page.

Lesson Summary

In this lesson, you:

= Examined the department 1099 review process
= Examined the 1099 adjustment process

=  Modified vendor 1099 information

Check Your Progress

1. Departments modify 1099 reporting information by submitting a 1099M document.

a. True
b. False

2. What document type is used to modify vendor information?

VCC based document
VCO based document
VCl based document

VCM based document

Qa 0 T o
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5. Issuing and Correcting 1099s

Learning Objectives

In this lesson, you will:

= Review the process of issuing 1099s

=  Review the process of correcting 1099s
Lesson Overview

The General Accounting Office will print the 1099s and mail them to vendors when the process is
complete. Both before and after the file is sent to the IRS, corrections can be made based on either
department review or feedback from vendors. This lesson covers the issuance and correction of 1099s.

5.1. Issue of 1099s by GAO

1099 information is comprised of Vendor Income, 1099 Reporting Payer, Taxpayer ID Number, and Form
Type. The data is imported into a third party tool (i.e. Convey Taxport) to generate the printed 1099-
MISC, 1099-INT, 1099-G, and 1099-S forms. Convey Taxport also generates the IRS magnetic file for
upload to the IRS system.

1099 Reporting

The 1099 Reporting process is represented by Figure 4 below. Once the General Accounting Office
(GAO) receives 1099 files for 1099A, 1099C, or 1099R from departments after their review of the 1099
information, the Upload 1099 External Reported Income batch job runs as needed. This batch job
uploads external 1099 reported income by 1099 Reporting Payer, Taxpayer ID Number and Type to the
1099 External Reported Income Table (1099ER).

Records are added to the 1099ER table by the Upload 1099 External Reported Income batch job. If
further updates to the 1099ER table are needed, it can be directly updated by an authorized user. If no
updates are needed, the 1099 Processing Batch Job is run with the Processing Mode set to Magnetic
Media mode.
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Figure 4: 1099 Reporting (AP-TB-028)

Step 1 Further AP-TB-025

1099 Files N

needed?

received
from Depts

Step 2
Run Upload 1099
External Reported
Income chain job

Update 1099ER | e =8

1099 Processing Options and Control Page

The Forms Generation Report can be run in Testing mode, which generates a preview of the information
to be reported to the IRS, and Forms mode, which is used to view the information in a condensed
format and provides a listing of the total forms generated for each form type. In order to issue the
1099s, the Processing Mode on the 1099 Processing Options and Control (1099P) page must be changed
to Forms, with a checkmark placed next to Forms Generation Report.

Offline 1099 Batch Job

The Offline 1099 Batch Job generates reports that the General Accounting Office uses for reconciliation.
The output of the batch job is a file which is imported into Convey Taxport for printing and magnetic
media generation. A file will only be created if there are corresponding records for that form type that
have federal withholding or exceed the threshold on the Reported Income table.

Submit Magnetic File to IRS

Once the magnetic media file is verified for accuracy, the Processing Mode on the 1099 Processing
Options and Control (1099P) page must be changed to Magnetic Media. When the Offline 1099 Batch
Job is run, a report is generated that contains any updates made after the Forms mode batch job was
run. The change files are imported into Convey Taxport for generation of the magnetic media file. The
magnetic media file may be written to tape/cartridge or may be submitted electronically. A Magnetic
Media Audit Report is also generated when the magnetic media file is created, which displays the
contents of the magnetic media file.
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5.2. Correcting 1099 Forms

After the yearly 1099 file has been submitted to the IRS, corrections can still be made in AFIS, and the
magnetic media and form data can be recreated. Once the 1099 Batch Job is run in Magnetic Media
mode, the 1009P Processing Mode is changed to Corrected. Corrected mode allows records to be picked
up and corrected 1099 forms generated.

Correcting 1099 Forms

In order to apply corrections to 1099 records after they have been issued, a 1099 Maintenance (M1099)
document is processed. The M1099 enables authorized users to create or modify 1099 Reported Income
(1099R) records.

Steps

The 1099P page Processing Mode is set to Corrected for the appropriate Calendar Year.
Create and complete a M1099 document.

Validate and Submit the M1099.

Verify that the record on the 1099R has been updated.

The Offline 1099 Batch Job runs which only pulls corrected records to the export files.

o U s wWwN PR

Verify the information on the 1099R. Each record has a processing date and indicator. Each
record provides a log of the processing history, identifies if forms have been issued, which
records have been reported to the IRS on magnetic media, or if the files have been corrected.

Lesson Summary

In this lesson, you:

= Reviewed the process of issuing 1099s

=  Reviewed the process of correcting 1099s

Check Your Progress

1. What type of file is sent to the IRS?
a. Zipfile
b. Excelfile
c. Magneticfile

2. 1099 Reporting information cannot be changed once it has been submitted to the IRS.

a. True
b. False
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Appendix

ANSWER KEYS
Below are answer keys to the Check Your Progress quizzes provided at the end of each lesson.

Lesson 2

1. c. The IRS sends the State a magnetic file for processing

2. a.True

Lesson 3

1. e. All of the above

2. a.True
Lesson 4
1. a.True

2. d.VCM based document

Lesson 5

1. c. Magnetic file
2. b. False
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